
DocumentChecklist 
 

Whether you’re buying a new home, refinancing, or just looking for a better interest rate and mortgage product, 
certain documentsarerequired tosupportyourmortgageapplication.Byhavingthisinformation,we’reabletoserveyou 
quickly, efficiently, and most important, provide you with a smooth experience from pre-approval all the way to 
your closing day. 

Identification 
• Fulllegal name(s)plustwopiecesofvalidID,atleastonewithphoto–i.e.CanadianPassport,DriversLicense(front&back) 

 

IncomeDocuments 
• EmploymentIncome 

o EmploymentLetter(datedwithinthelast30days)oncompanyletterheaddetailingposition,startdate,grosssalarywithany 
bonuses OR guaranteed/minimum hours and rate of pay, signed by HR or employer with their contact details 

o MostrecentPayStub(datedwithinthelast14days) 

o Mostrecenttwo(2)yearsT4swithyouremployer’snameandyourname 
o ContractIncome–pleaseprovidetheabovedocumentsinadditiontosignedcopyofEmploymentcontractoutliningtermsand 

conditions (i.e. rate of pay, termination date, option for renewal or extension) 

o Note:ifyouhavemorethanonejob,pleaseprovidetheabovedocumentsforallyourplacesofemployment 

 

• Self-EmployedIncome 

o Mostrecenttwo(2)yearspersonalIncomeTaxandBenefitReturn (akaT1Generals)(ALLPAGES) 

o Mostrecenttwo(2)yearsNotice ofAssessmentsfromCRA(PAGES1and 2) 
o Mostrecentsix(6)monthsBusinessBankStatementsshowingincomedepositsfrombusinessactivities –

bankstatementsmust show: 1) Accountholder name, 2) Account number, 3) Transaction history, 4) Balance history 
o IfIncorporated –youmustalsoprovideArticlesofIncorporation+ mostrecenttwo(2)UnauditedFinancialStatementsfroma 

CA,CPA Accountant with Notice to Reader (Income Statement, Balance Sheet, Statement of Retained Earnings) 
o IfSoleProprietor–youmustalsoprovidecopyofactiveBusinessLicensewithatleast2yearsoperatinghistory+HSTRegistration.If 

your current active license has not been in place for at least 2 years, please include the previous license. 
 

 

OtherIncomeDocumentation 
• RetirementIncome–mostrecentyear’sT4AforWorkPension,CPP,andOldAge Security(if applicable) 

• CanadianChildcareBenefit(CCBandOCB)–provideageofchildrenalongwith 
noticefromCRAormostrecent(3)monthsbankstatements showing amounts deposited 

• IfSeparatedorDivorced–fullcopyofDivorce/SeparationAgreementsignedbybothpartiestoconfirmifanyspousaland/orchildsupport 
payments are owed or being received 

• RentalIncome –copyofactiveLeaseAgreementANDoneofthefollowing if applicable: 

o Ifthepropertyhasbeenownedformorethan2years–mostrecentyearIncomeTax andBenefitReturn(akaT1General)(ALL 
PAGES, including Statement of Real Estate Rentals) 

o Ifcurrenttenantsaremonth-to-month–mostrecentthree(3)monthsbankstatementsshowingrental deposits 
 

DownPaymentandClosing Costs 
• Saleofexistinghome–copyoffirmsaleagreementwithallapplicableschedules&waivers+currentmortgagepayout statement 

• Personal Savings and Investments – 90-day bank statement history leading up to and includingthe date that the Draft for the 
Deposit on Offerwasmade.Accountstatementsprovidedmustshow:(1)Accountholder 
Name,(2)Accountnumber,(3)Transactionhistory,(4)Balance historysothatthelenderisable 
toverifythatyouowntheaccount.Anylargedepositsortransfers intotheaccount(s)mustbedocumented –lender may require additional 
proof of where those large deposits/transfers were sourced from. 

• FamilyGift–signedGiftLetter(templatetobeprovidedbyourteam) ANDcopyofyourbankstatementshowingthefundsdepositedtoyour 
account. Funds must be from an immediate family and be deposited to your account no later than 15 days prior to closing. 

• FundsfromRefinance onanotherpropertythatyouown–mostrecentMortgageStatement datedwithinthelast30 
days+copyofFinal Trust Ledger from real estate lawyer showing the funds that were deposited to your account from Refinance 
 

 

PropertyDetails&MortgageInformation 
• ForPurchases-AgreementofPurchase&Salewithallapplicableschedulesandwaivers,signedby 

bothbuyer(s)andseller(s),MLSlisting sheet (real estate agent copy), your Real Estate Agent’s contact information 

• For Refinances/Transfers – Most recent Mortgage Statement (dated within the last 30 days), most recent property tax bill, copy of 
home insurancebinder,CondoStatusCertificate(onlyappliestocondos),andLegaldescriptionoftheproperty–
i.e.EstimatedValue,LotSize, Living space (square feet), number of garages (attached vs. detached), number of storeys, etc. 
 

 
Please note that not every applicant’s profile and financial position is the same and may therefore require different documents than those listed above. This checklist is 
considered abaselineandisforinformationpurposesonly.Itisnottobeinterpretedasconfirmationofamortgageapproval,butrather afirststepto initiatingthepre-
approvalorapprovalprocess. 

 


